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Policy Statement

The Town of The Blue Mountains (the Town) is committed to the principles of openness, ethical
behaviour, and accountability in conducting its business affairs and maintaining public trust. To
safeguard the public's trust, Employees must demonstrate a high standard of ethical behaviour,
integrity, honesty, accountability, and professionalism in compliance with this Employee Code
of Conduct Policy (referred to as 'the Code') and during their course work.

Purpose

All Town employees are required to comply with this Code of Conduct and be aware of the
policies, procedures, laws, and regulations that affect their job. It is recognized that no set of
guidelines can address every ethical situation. These guidelines are not intended to be
exhaustive. They are intended to assist employees in matters of conduct, to avoid Conflicts of
Interest, and to serve the public and colleagues in an acceptable and professional manner.
Perceptions of others are critical to the reputation of the Town and individuals employed in
public service. The best insurance against loss of public confidence is adherence to the highest
standards of professional behaviour.

This policy is consistent with the Town's values of Excellence, Integrity, Accountability,
Inclusivity, and Stewardship. The Town of The Blue Mountain's Mission Statement is that
“Council and Employees together foster the trust of our community and support our region's
diverse cultural and natural heritage through thoughtful consultation and organizational
excellence”. We all must work together to promote a positive culture of respect, acceptance,
and inclusiveness.
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Application

This Code applies to all Town of The Blue Mountains employees, including but not limited to
regular full-time, part-time, casual, temporary/contract, students, and volunteers (collectively
referred to as 'Employees' for the purposes of this policy). This policy shall be applied in
conjunction with all collective agreements, contracts, legislative requirements, and/or
standards identified by an employee's professional affiliation.

Understanding and complying with the Code is a condition of employment. Employees shall
abide by the Code for the well-being of the Town, its operations, and its Employees.

This Code applies to all facets of Employees performing their duties and responsibilities for the
Town, including but not limited to duties performed:

¢ In the workplace

e During work-related travel, conferences, seminars, and training

e At restaurants, hotels, or meeting facilities being used for business purposes

* In Town-owned or leased facilities

* During telephone, email, or other communications

e While wearing town uniform and/or apparel with Town logo or Town sub-branding

e At any Town-organized social event

Definitions

Confidentiality: Means keeping secret or private information that is intended solely for a
specific audience and shall include, but not limited to, verbal conversations, meeting
discussions, records, documents, and materials that are made accessible/available only to those
explicitly authorized to have access.

Conflict of Interest: A situation in which private or personal considerations, including pecuniary
interests, personal interests, or private interests, could affect an employee's judgment in acting
in the best interests of the Town and the public's interest.

Disrespectful Behaviour: failing or refusing to treat others in a professional, courteous,
dignified, fair, and/or equitable manner, whether through words or actions.

Employee: Refers to all Town Employees, including CAO, Senior Management, Managers,
Supervisors, unionized, and non-union Employees, Paid Per Call Firefighters, and volunteers.

Fraud or Fraudulent Activity: Wrongful or criminal deception intended to result in personal or
financial gain. This may include intentional perversion of truth in order to induce another to
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part with something of value or surrender a legal right. Also includes the act of deceiving or
misrepresenting.

Gift: Any social invitation, or an object of value received from a third party.

Immediate Relative: A parent, spouse, child, sister, brother, sister-in-law, brother-in-law,
father-in-law, mother-in-law as well as step-relationships and half-relationships; spouse shall
mean the person to whom a person is married or with whom the person is living in a conjugal
relationship outside of marriage. This definition shall also include any other person(s) that are
living with the Employee on a full-time basis whom the Employee has demonstrated a settled
intention to treat as an immediate relative.

Pecuniary Interest(s): Interests that have a direct or indirect financial impact including, any
matter in which an employee has a financial interest in, or in which an employee is a
shareholder, director, or senior officer or holds controlling interest in a corporation and that
corporation has a financial interest. This also includes instances where the Employee is a
partner of a person or is in the employment of a person that has a financial interest, or an
immediate relative of an employee has a financial interest if known to the Employee.

Personal Interests: Involves forms of advantage other than financial such as seeking
employment, an appointment, promotion, or transfer with the corporation on behalf of an
immediate relative.

Political Activity: Includes, but is not limited to, being a candidate for elected office,
campaigning for a candidate for elected office, fundraising for an election campaign, and
promoting a political party or cause.

Private Interests: Private (or personal) Interest means a relationship, obligation, duty,
responsibility, or benefits unique to the Employee or a person related to the Employee.

Workplace: means any land, premises, location, or thing at, upon, in, or near which a worker
works. For clarity, this includes all locations where Employees conduct Town business or social
activities and where their behaviour may have a subsequent impact on work relationships,
work environment, and/or performance. This includes when employees are working remotely,
including from home. Incidents that occur by way of electronic communication (e.g. unwelcome
phone calls, voice mail, texting, group chat messages, on e-mail or other social media, and the
display of offensive materials on computers, smartphones, or other computing devices) will be
considered to have occurred in the Workplace if directed to or from Employees and where such
conduct may reasonably be expected to have an impact on work relationships, the work
environment and/or performance.



POL.COR.23.XX Page 4 of 19
Employee Code of Conduct Policy

Procedures

Principles and Values

The Town employs a dedicated, highly skilled workforce that has a solid foundation built on
mutual respect. The Code is about the values, principles, and standards of behaviour that
govern the actions of Town Employees. The Code sets the standard for a safe and respectful
workplace, protects the collective reputation of the Town, and strengthens the commitment to
make The Blue Mountains a connected, inclusive, and innovative place to work and live.

The Town's Values are Excellence, Integrity, Accountability, Inclusivity, and Stewardship, which
Employees commit to:

Excellence: Providing conscientious service to our community and to each other.
Integrity: Being honest, consistent, and fair in all we do.

Accountability: Ensuring responsible and transparent governance. Inclusivity:
Respecting and engaging every voice.

Stewardship: Honouring the past, caring for the present, leading toward a sustainable
future.

Employees' respect for each other, customers, and the public is ingrained in the Town's Values.
Employees demonstrate them in the way they build relationships and make decisions. The Code
incorporates the Town's Values and guides Employees to live them in their day-to-day work.

'Living the Town's Values' means that Employees act without malice, judgment, or seeking
personal benefit. It means having the courage for difficult conversations, putting trust in laws,
legislation, policies, and procedures, having integrity, and standing up for what one believes in.
It also means showing compassion in times of need.

Living the Town's Values can be challenging at times. It requires strength, knowledge, resilience,
and perseverance. It is more than just being aware of the Values or following the Code—
Employees need to integrate them into operations and behaviours to ensure respect, legality,
and compliance.

1. Expected Behaviours
a) Tell the Truth

Work and relationships require trust. The Town, the community and colleagues rely on
employees to be honest and responsible. Employees will honour commitments—do what
they say they will do—to build trust and sustain it.
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b) Make Well-Informed Decisions

Employees must conduct themselves with integrity and compassion. Employees will place
careful thought into actions and decisions, applying critical thinking, knowledge, and skill.
Employees will apply their best efforts to carry out civic responsibilities and preserve the
Town's collective reputation.

c) Uphold the Law

The Town's operations are subject to laws and regulations. The Town's policies and
procedures comply with legal and regulatory obligations, with the intent and in the spirit of
the laws that apply. This helps the Town preserve its reputation for acting responsibly and
with integrity.

Breaking the law could result in civil, criminal, and regulatory penalties, including fines for
the Town and the individual involved.

d) Respect other Professional Codes of Conduct

Some Employees may be accountable for upholding the principles of other professional
codes of conduct (e.g., accountants, lawyers, engineers, planners, and human resources
professionals).

Anyone in such a position is encouraged and supported to do so. If a situation arises that
may cause conflict or confusion, speak to a Leader or Human Resources.

e) Comply with Policies and Procedures

All Employees are responsible for knowing, understanding, and following the Town's
policies, directives, standard operating procedures, and guidelines that apply. Employees will
comply with a Leader's directive unless it is contrary to the Town's Values and policies, is
against the law or may result in health or safety risks. Employees must always be aware of
the policies and procedures specific to their business and work within the boundaries of
what they have the authority to do.

2. Responsibilities for Leaders (Supervisors, Managers, Directors)

While all Employees are required to act in accordance with the Town's Values, Leaders have
additional responsibilities under the Code of Conduct. The Town expects those who lead or
supervise others to demonstrate ethical Leadership and set the right tone by:

e Modelling appropriate behaviours that are consistent with the Code and Town
Values;

e Fostering a positive work environment in which only legal, ethical, responsible, and
appropriate behaviours are acceptable;
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e Promoting team awareness and understanding of the Town's Code, Values, policies,
and procedures to ensure ongoing compliance;
e |dentifying and mitigating ethical and compliance risks;

e Responding appropriately and in a timely way to colleagues who seek advice, raise
concerns, and/or report misconduct in a manner that offers security and ease to do
So;

e Managing conflict of interest situations to achieve fair and appropriate outcomes;
e Promptly escalating concerns and reports of actual or potential misconduct and
following up to ensure they are addressed.
3. Speak Up, Raise Concerns, and Report Misconduct

a) Speaking Up and Raising Concerns

The Code and Town policies explain the ethical behaviours that the Town expects of
Employees; however, they cannot anticipate every situation that Employees may
encounter. The Town takes violations of the Code very seriously. Employees are encouraged
to speak up and raise concerns to ensure that all Employees, the community, and the
Town's reputation are protected. The Town will address all questions and concerns.

b) If Feeling Unsure

Sometimes, individuals know when something is wrong. Other times, it is hard to tell if an
action does or will, break the Code, a Town policy, procedure, or law. Employees should use
the Town's Values and the Code to inform best judgment, and when in doubt, seek
clarification from a trusted Leader or Human Resources in times of uncertainty.

If there are doubts, an employee should ask these questions:

e Isitlegal?

e Does it comply with Town policies and procedures?

e Isitin line with the Town's corporate values?

e Would I be comfortable if my actions were made public?

e Would it be okay if everyone did it?
If the answer is “No” to any of these questions, stop what is happening.
If the answer is “Yes” to all of these questions, carry on and move forward.

If the answer is “l don’t know” to any of these questions, ask a Leader or Human Resources
for help.
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¢) Reporting Misconduct

Every Employee has a duty to report actual or suspected misconduct, even one's own.
Employees must immediately notify a Leader and/or Human Resources of misconduct that
includes violations of the Code, policies, and the law.

e If an employee is asked to commit (or believe that they have been witness to) a
potentially illegal or unethical act, they must report it immediately.

e If an employee becomes aware of a breach of the Code or any other situation that
could place the Town at risk of loss or harm, they must report it immediately.

e Leaders shall take all appropriate steps to prevent and stop Code of Conduct issues
which come to their attention.

The Town will investigate reports promptly and keep the details confidential, including,
where appropriate, the identity of the person making the report. The Town will only
disclose information to the extent necessary to investigate and address the situation or as
legally required.

d) Investigations

Reports of concerns, violations or misconduct may be investigated to determine if there
was a breach of the Code, policy or law governing conduct. Investigations will be thorough,
fair and in accordance with legal obligations. All Employees have a duty to cooperate with
internal or external investigations concerning alleged misconduct and provide honest,
accurate, complete, and timely information. The Town will make every effort to protect the
confidentiality of the investigation and take all appropriate corrective actions in response to
any infraction or transgression.

e) Commitment to Non-Retaliation

In the event that an employee becomes aware of a breach of this Code of Conduct, or any
illegal activity in the workplace, they have a responsibility to report that misconduct to their
Leader, Human Resources, or the Chief Administrative Officer (CAO). There will be no
discipline, dismissal, or retaliation for speaking up and making a truthful report of actual or
potential misconduct, for participating in an investigation, or for exercising legal rights.
Retaliation can include behaviour or actions that punish or deter someone from speaking
up, such as negative performance evaluations, creating a hostile work environment,
harassment, demotion, dismissal, or assigning tasks with the intent to isolate or discourage
someone.

If an employee encounters any form of retaliation, report it to a Leader or Human
Resources immediately. The Town commits to investigate every claim of retaliation and to
take disciplinary action if necessary.
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If a report of a breach of the Code is made in bad faith, with the intent to harm the
individual or the Town, the Employee may be subject to discipline, up to and including
termination.

4. Protect Information and Interests

a) Protecting Confidential Information

The Town's information assets are public property. The Town trusts Employees to protect
the organization's information resources so they can be used effectively to deliver public
services. The public trusts Employees to protect privacy, ensuring personal information is
collected, used, and disclosed with caution and care. Employees must manage all
information within their care ethically and responsibly.

e Confidential information (which includes personal information) is information that is
not public property, is not in the public domain, and/or would cause harm to
individuals or to the Town if improperly disclosed. This includes information
communicated in confidence

e Personal information means any information that would identify a specific
individual. The Town uses the detailed definition provided in the Municipal Freedom
of Information and Protection of Privacy Act

e The inappropriate disclosure of confidential information may result in financial
and/or reputational harm and may constitute a privacy breach

e Confidential information, including personal information, should only be accessed
and used by Employees when required for legitimate business purposes and only for
the period required to achieve those business purposes

e Every Employee has a responsibility to secure confidential information from the risk
of theft, loss, misuse, or inappropriate disclosure

e Inthe event of a privacy breach or improper disclosure, Employees must comply with
the Town's privacy policies and directives

e Employees must report a potential or actual breach to the Chief Administrative
Officer or Human Resources and refrain from sharing details of the breach with
anyone who does not have a business need to know

b) Protecting Customer Information

The Town's customers are residents, business partners, and anyone who interacts with the
Town. Customers share personal information with the Town and expect the Town to
protect their privacy. Employees will only share information about customers with their
consent, and even then, only for a legitimate business purpose.


https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ontario.ca%2Flaws%2Fstatute%2F90m56&data=02%7C01%7CJanice.Adshead%40brampton.ca%7C7a07808ef61c44203b2608d76f8bb067%7Cb209e2b2a1f744ea94c53c09c252e151%7C0%7C0%7C637100518560911185&sdata=kys2eAR%2FI1r%2BIt3mtVv%2FxJptoXNGPjemFq553mJf9lw%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ontario.ca%2Flaws%2Fstatute%2F90m56&data=02%7C01%7CJanice.Adshead%40brampton.ca%7C7a07808ef61c44203b2608d76f8bb067%7Cb209e2b2a1f744ea94c53c09c252e151%7C0%7C0%7C637100518560911185&sdata=kys2eAR%2FI1r%2BIt3mtVv%2FxJptoXNGPjemFq553mJf9lw%3D&reserved=0
https://can01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ontario.ca%2Flaws%2Fstatute%2F90m56&data=02%7C01%7CJanice.Adshead%40brampton.ca%7C7a07808ef61c44203b2608d76f8bb067%7Cb209e2b2a1f744ea94c53c09c252e151%7C0%7C0%7C637100518560911185&sdata=kys2eAR%2FI1r%2BIt3mtVv%2FxJptoXNGPjemFq553mJf9lw%3D&reserved=0
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Every privacy breach results in a loss of public trust. Employees will always take the proper
precautions when collecting, using, and sharing information about the Town's customers.

Employees must always be mindful and take care not to be overheard, leave information
visible, behind, or unsecured when working in public spaces.

c) Protecting the Town's Information

The Town's business information is a critical asset, and every Employee has an obligation to
safeguard it. Employees must always use proper records management processes when
creating, using, maintaining, and disposing of records.

d) Responding to the Media

The media is an effective way to enhance communication with the community; however,
Employees must also manage media inquiries to ensure consistency and protect the Town's
reputation. The Town's Communications & Economic Development division is responsible for
the coordination of all communications with the media on behalf of the Town. Only those
with the proper authority may communicate with the media on the Town's behalf. Refer all
media inquiries to the Communications & Economic Development division.

e) Using Social Media Responsibly

Social media facilitates collaboration, sharing of information, and dynamic discussions. It
provides opportunities to enhance outreach and inclusion to engage people. Employees
should be mindful that comments made on social media are permanent and for public
consumption.

e The Town expects Employees to realize that social media is not an appropriate
avenue to express personal concerns about the Town, colleagues, or Town business

e Refrain from sharing information on social media platforms that is not already
available to the public or content that reflects poorly on colleagues or the Town.

e Consult with a Leader or Human Resources if you have concerns or need to report an
issue. Refer to the Town's Social Media Policy for further guidance.

f) Official Use

To ensure that the Town's corporate social media use is appropriate and consistent with the
Town's communication strategy, only media spokespeople have the authority to manage or
participate in the Town's social media outreach activities.
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g) Personal Use

Employees must share, comment, and repost Town news in ways that honour the Code and
reflect the Town's Values and always consider the potential impact of personal posts on the
Town, colleagues, and the community.

h) Acting Responsibly

The Town's reputation and business depends largely upon the behaviour of its Employees.
Whether an employee is "on or off the clock," their behaviour and actions may reflect on the
Town. If Employees fail to exercise sound judgment and engage in unethical or dishonest
conduct, it may reflect negatively on the Town. Employees must be mindful and responsible
and act in a way that reflects positively on the Town and fosters public confidence.

5. Foster a Safe and Healthy Workplace
a) Valuing Everyone's Health and Safety at Work

The Town is committed to providing a physically and psychologically safe work environment
through a culture of responsibility and accountability at all levels—Employees, Leaders, and
Senior Leadership. All Employees share the responsibility to make health and safety a daily
priority.

Each Employee must adhere to health and safety rules and practices that apply to their jobs,
and for taking the necessary precautions to protect colleagues, the public, and themselves.

Employees foster an active health and safety culture by:

e Making responsible choices—not accepting or directing unnecessary or unsafe acts

e Knowing and complying with applicable occupational health and safety laws and
Town policies

e Watching out for each other and helping others avoid unsafe conditions

e Promptly reporting any unhealthy or unsafe conditions or behaviours
b) Be Fit for Work

To ensure a safe workplace and prevent potentially dangerous situations, Employees
perform work safely and at an acceptable standard, without limitations due to injury,
iliness, fatigue, or the use of (or aftereffects of) a substance or other condition (physically or
mentally) that may impair performance. Employees must report to their jobs fit to work
(and remain as such) while conducting Town business.
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Employees will attend to job responsibilities free of any influence from alcohol, cannabis, or
illegal drugs. Employees taking prescription or over-the-counter drugs with strong side
effects should inform their Leaders that a medical accommodation may be necessary.

Illegal drugs or other controlled substances are not permitted and cannot be brought onto
Town property or work sites.

Immediately report any abuse (or suspicion of abuse) of alcohol, cannabis, drugs, or an
illegal substance to a Leader and/or Human Resources. Employees should refer to the
Town's Fit for Duty policy for additional guidance.

c) Preventing Workplace Violence

The Town has a proactive approach to violence prevention in the workplace that clearly
outlines the expectations of Employees (at all levels) when reporting and responding to
violent incidents.

Employees are all responsible for maintaining a workplace free from violence and commit to
supporting Employees who are victims of violence.

The Town has zero tolerance for violence in the workplace and expects everyone to act
appropriately in all dealings with others.

Immediately report instances of violence or attempted violence to a Leader and/or Human
Resources. Employees should refer to the Town's Workplace Violence Policy for additional
guidance and reporting procedures.

6. Treat People with Care

a) Maintaining a Respectful Workplace

All Employees have the right to work in an environment that is respectful and professional,
and everyone is responsible for behaving in a way that contributes to a healthy and
productive workplace.

e Employees will foster an atmosphere of congeniality and support. Employees will be
honest, polite, and courteous when dealing with people, including the public, Elected
Officials, and colleagues

e The Town expects everyone to treat each other with mutual respect and dignity and
to be conscientious of how others may perceive or misunderstand actions and
comments

e Employees (and the Town) have zero tolerance for harassment, sexual harassment,
bullying, discrimination, disrespect, and inappropriate behaviour under any
circumstance
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e Immediately report any instances of harassment, bullying, disrespect, discrimination,
or inappropriate behaviour to a Leader and/or Human Resources

e Employees should refer to the Town's Respectful Public Interactions and/or
Frivolous, Vexatious, or Unreasonable Complaints policies for additional guidance on
identifying situations that meet the criteria of inappropriate behaviour when
interacting with the public and the associated actions that may be taken in such
circumstances

b) Strengthening Diversity, Equity, and Inclusion

Employees will conduct themselves at work with fairness and equity while fostering an
inclusive culture that provides an accessible, safe, and respectful work environment that is
free from harassment, discrimination, violence, or any unacceptable behaviour.

e Employees accept, respect and value individual differences within the workplace and
commit to equitable opportunities for advancement and growth.

e Employees will combat unconscious biases to increase innovation, productivity, and
creativity. By recognizing and mitigating biases, Employees will enhance relationships,
build community, and garner a greater appreciation for equity, diversity, and
inclusivity.

7. Conduct Business with Integrity
a) Preventing Fraud

The Town takes fraud—and the threat of fraud—very seriously and commits to deter,
detect, report, and correct fraud. The Town expects everyone to be honest, without bias,
without favour, and without outside/personal interests conflicting with work decisions.
Recognize the signs and immediately report any unusual activity to a Leader, Legal Services,
or Human Resources. There is no risk of reprimand, penalty, or discipline for reporting
suspicious behaviour or fraud in good faith or participating in a fraud investigation.

b) Avoiding Conflicts of Interest

A "Conflict" or "Conflict of Interest" is anything that interferes (or might be perceived to
interfere) with an individual's or the Town's ability to act impartially or in the best interests
of the public.

Employees have a duty to set aside personal views and focus on what is best for the Town
and the public. For that reason, Employees are obligated to disclose any actual or potential
Conflicts of Interest. A Conflict of Interest occurs when employee conduct involves or
appears to involve, a conflict between public duties and personal interests. The Town
expects Employees to immediately disclose conflicts and manage them appropriately.
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e The Town expects that Employees act objectively and discern obligations for their
personal business, family, and social relationships, from their roles at work for the
Town.

e Employees will declare a conflict of Interest to their Leader when it exists and
appropriately remove themselves from those situations.

Outside Interests

Employees have interests outside of the Town (e.g. additional work, volunteer activities,
etc.). Employees' private interests must remain separate and distinct from job
obligations. Employees must never use their positions with the Town to influence or
further their private interests or those of friends, family, or anyone with whom they
have a close personal relationship or business association. Employees will disclose any
outside activities that present a conflict or potential conflict of Interest to their Leader.

Personal Relationships

Employees must excuse themselves from work situations and decision-making that may
involve friends, relatives, or anyone with whom they have a close personal relationship
or business association. Employees will never use their positions with the Town to seek
personal benefit or further the interests of those with whom they have personal
relationships or business associations. Employees will disclose any relationships that
present a conflict or potential conflict of Interest to their Leader.

Political Activity and Support

If someone chooses to participate in political activity, it is a personal choice and it is not
as a representative or on behalf of the Town.

e Employees must never use their affiliation with the Town to market or advance
their personal political activities and must ensure that personal activities and
political associations will not influence, affect, or compromise the obligations of
their job with the Town

e Employees will be politically neutral in their work for the Town and be sensitive to
maintaining a civic service that is non-partisan

e The promotion of other causes and issues—including charitable initiatives—
requires approval by the proper authority

e Employees will disclose any political activity or affiliations that present a Conflict
of Interest
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c) Professionalism

e Municipal employees are ambassadors of the Town and are expected to reflect a
professional image at all times. Depending on the nature of an employee’s work,
certain attire may not be appropriate. Employees are required to be mindful of
their attire and dress professionally for their job. Employees should refer to the
Town’s Dress Code Guideline for additional information.

e Employees must be professional, courteous, and objective in all interactions with
the public, clients, contractors, suppliers, co-workers, colleagues, etc. Every
employee should be aware of the Town's public responsibilities and their role in
fulfilling them, requiring them to maintain the utmost ethical conduct and
integrity.

d) Managing Gifts and Entertainment

In business, it is common to foster relationships through the exchange of courtesies such as
meals, gifts, and entertainment. Gifting may also relate to customary protocol, social
obligation, and etiquette. Regardless of the circumstance, the gifts and entertainment
Employees accept must not have the intent or design to influence their business decisions or
judgement on behalf of the Town. Similarly, Employees must never give gifts with the intent
of influencing a business decision or outcome.

Gifts, Benefits and Solicitation

The public's perception of respecting the integrity of the Town and its Employees is of great
importance. Employees are expected to make decisions on behalf of the Town based on the
impartial and objective assessment of information, free from any influence of gifts. For the
purposes of this provision, any gift provided to an employee, an employee's child, or
spouse/partner, with the Employee's knowledge, shall be deemed to be a gift accepted by
that Employee.

Employees may only accept gifts as provided below:

a) Gifts that are received as an incident of protocol or social obligation that
normally and reasonably accompany the responsibilities of employment (value
can be no greater than $50.00, including tax)

b) Token gifts such as souvenirs, mementoes, and commemorative gifts that are
given in recognition of service on a committee, for speaking at an event, or for
representing the Town at an event (value can be no greater than $50.00,
including tax)

c) Gifts of admission to charity fundraisers, banquets, receptions, ceremonies,
cultural events, sporting events, galas, political events, and similar events, if the
Employee's attendance serves a legitimate municipal purpose and if attendance
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at such events is approved in advance by the Employee's Leader (value can be no
greater than $50.00, including tax)

d) Exception: there is no limit or approval required for gifts that are offered to
employees as part of admission to a conference that is offered to all attendees.
Employees may not accept reoccurring gifts from the same source in excess of a
total annual value of $100.00 (based on a calendar year)

For clarity, Employees cannot accept more than two (2) gifts per calendar year from one
source if said gifts were valued at $50.00 each). In the event an employee is offered a gift
that has a legitimate business purpose, valued greater than $50.00 (or the calendar year
total of $100.00 for reoccurrence), the Employee may request approval from their Director
or Chief Administrative Officer (CAO) to accept said gift(s). The request for approval must be
provided in writing (with a copy to the Manager and/or Director) and will be considered on
a case-by-case manner by the Director / CAO. Managers / Directors may request a
division/department or individual employee blanket approval, in writing and in place for a
set period of time, for divisions/departments or Employees who are involved in legitimate
business activities that require heightened business activities that could result in an
increase in gifts as defined in a) — d) above.

Consideration of approval will be based on the overall value of the gift(s), or projected
value, and the best interests of the Town and the community served. Employees cannot
accept said gift(s) until written approval from the CAO is received.

In the event the CAO is offered a gift that has a legitimate municipal and/or business
purpose valued greater than $50.00 (or the calendar year total of $100.00 for
reoccurrence), the CAO may request approval from the Mayor or designate to accept said
gift(s).

The CAO may also request blanket approval, in writing and in place, for a set period of time
when involved in legitimate municipal and/or business activities that require heightened
business activities that could result in an increase in gifts as defined in a) — d) above.

The CAO may sanction an event (ex. Warden's Gala, where the Town sponsored the event)
for multiple Employees' attendance if said event serves a legitimate municipal and/or
business purpose. This sanction must be provided in writing.

No employee may accept a gift from any person or organization engaged in a tendering
process. Employees must also consider the activities that are taking place prior to accepting
a gift. This includes but is not limited to, considering if the provision of a gift is part of an
organized effort to influence, manipulate, persuade, induce, sway or affect an employee in
their ability to recommend the passing of a by-law, develop a policy or procedure,
determine expenditures or appropriates or award contracts. In the event that an employee
is offered a gift and feels it may fall into said category, the Employee must report the matter
to their Leader immediately.
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In all circumstances, Employees shall complete a "Disclosure of Gift or Benefit" form when

a gift valued at $50 including tax is received. The Employee's Leader will review the form
and discuss it with the Employee if necessary. Employees should be aware that they may be
required to return gifts or benefits. Therefore, until they receive approval from their Leader,
they should avoid spending or otherwise using the gift in any manner that would

affect their ability to return it.

Human Resources is responsible for tracking and monitoring gifts received corporately.

8. Safeguard Town Assets
a) Using Town Property Responsibly

The items used at the Town, or created for the Town, belong to the Town. Employees must
ensure that the Town's Property—physical, intellectual, and technological—is used properly
and reflects a balance between the obligations to the Town and to Employees.

e Employees are responsible for protecting and securing any Town Property from
theft, fraud, harm, loss, and misuse, especially those in an employee's custody or
control and are their responsibility

e Ingeneral, Employees should not use Town Property, technology, or other resources
for activities other than the business of the Town

e Where personal use of Town Property occurs, it must never result in direct expenses
being paid for by the Town or impede conducting business for the Town

e Employees must never use Town Property for illegal activity or for any purpose that
might be considered offensive

b) Managing Expenses Responsibly

As stewards of Town resources, Employees manage the assets in their care responsibly and
ethically to earn and maintain the public's trust. Employees are accountable to the public to
ensure that public money, property and resources are used with high regard for efficiency
and effectiveness.

e Employees are required to comply with the requirements set out in the Town's
expense policies, including claiming only reasonable expenses incurred for Town
business

e Employees are accountable for following authorization limits when authorizing
expense commitments, transactions, or employee claims for reimbursement

e Employees must not use a corporate purchasing card for any purpose other than for
proper Town business expenses and must manage the card in accordance with
applicable policies and procedures



POL.COR.23.XX Page 17 of 19
Employee Code of Conduct Policy

¢) Managing Risk

Employees may encounter situations where they are expected to act or make difficult
decisions under uncertain circumstances. To challenge this, Employees will continuously
strive to innovate and develop solutions to identify and mitigate risk more effectively—that
is, limiting the impact of risk so that if it does occur, the problem it creates is smaller and
easier to fix.

e To help minimize actual risks—Employees are responsible for identifying, assessing,
and presenting potential risks to Leaders for recommended actions.

e Employees will endeavour to make risk management part of the day-to-day
management of their Town duties.

d) Managing Environmental Protection, Risks, and Long-Term Sustainability

Employees are responsible for a wide variety of Town operations and assets, all of which
have roles to play in the Town's Environmental Health and Safety regulatory obligations and
long-term sustainability. Climate change and environmental degradation may pose risks to
service continuity, employee well-being, and/or the integrity of facilities and assets,
including buildings, parks, and trails. The Town also has an ethical responsibility to minimize
negative impacts and find opportunities within the scope of the Town's operations to
improve the natural environment and social well-being of Employees and community
members.

e Employees are encouraged to make operational, purchasing, and long-term planning
decisions that result in improvements to the Town's environmental impacts or carbon
footprint and/or enhance community or employee well-being (such as by aligning with
the Diversity, Equity, and Inclusion principles outlined in 7.b. of this Code of Conduct)

e Employees are encouraged to proactively identify potential environmental or social
impacts caused by or affecting Town operations, to innovate and find solutions to
these impacts, and to request additional support to mitigate these impacts from
senior management if necessary tools, plans, or policies are not already available.

9. Administration of the Code
a) Acknowledgments and Renewals

Compliance with the Code of Conduct is a condition of employment. It is each Employee's
responsibility to act in a manner that promotes teamwork, positive working relationships,
and courteous, professional service and to adhere to the ethical standards in the
performance of their duties to foster an environment of integrity and trust and to preserve
and enhance the Town's reputation.
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As a condition of employment, and at the time of hiring, Employees will sign an
Acknowledgment certifying that they have read, understood, and will comply with the Code.

Annually, Employees will complete an online Acknowledgment certifying that they have
read, understood, and will continue to comply with the Code.

b) Code Interpretation

If there is any need for interpretation under the Code of Conduct, the Manager of Human
Resources and CAO are responsible for rendering a decision.

Exclusions

This policy excludes Members of Council, Local Boards and Advisory Committee members of
the Town of The Blue Mountains. POL.COR.21.06 Code of Conduct for Members of Council,
Local Boards and Advisory Committees applies to Members of Council, Local Boards and
Advisory Committee members.

References and Related Policies

POL.COR.07.01 Accountability and Transparency of Town Actions to the Public

POL.COR.07.05 Purchasing of Goods and Services
POL.COR.12.11 Corporate Media Relations
POL.COR.12.13 Information Technology Acceptable Use
POL.COR.13.23 Corporate Vehicle

POL.COR.13.24 Progressive Discipline

POL.COR.18.05 Travel, Business, Mileage Expense
POL.COR.18.10 Social Media

POL.COR.22.01 Records and Information Management
POL.COR.22.02 Hiring of Employees

POL.HS.06.01 Individual Responsibilities

POL.HS.19.03 Fit for Duty

POL.HS.22.07 Respectful Public Interactions
POL.COR.22.08 Frivolous, Vexatious or Unreasonable Complaints
POL.COR.23.XX Workplace Violence

POL.COR.23.XX Respectful Workplace

Town Dress Code Guideline

Municipal Act, 2001

Municipal Elections Act

Municipal Freedom of Information and Protection of Privacy Act
Occupational Health & Safety Act

Ontario Employment Standards Act

Ontario Human Rights Code



https://tofbm.sharepoint.com/:b:/g/EUCYm2r9KOpHstGZvB_hs0cBWI359Pm9tARQv5ICxodNrQ?e=gY5hvh
https://tofbm.sharepoint.com/:b:/g/EcQRqOhywsRKuRbDNZG2aQgBqEeEqN9jH8hFKa0lQ8OQSw?e=cCoZlI
https://tofbm.sharepoint.com/:b:/g/EQBiKsEIgjFBlIZAgfC2ljMBFWV3d_zcecl9llPc_TwQLw?e=HUN3gx
https://tofbm.sharepoint.com/:b:/g/EYLIUJ1EdEZLjv4rM4jrhMABUKJX8Y_oVOep4_rFxmZJ7Q?e=rFiti0
https://www.thebluemountains.ca/sites/default/files/2022-03/POL-COR-22-02-Hiring-of-Employees-Policy.pdf
https://tofbm.sharepoint.com/:b:/g/EYMxvzZ-0SRBvTeaVO-MDkoBQQAdvjPhzQ0yuQwVOX36RQ?e=nv8Nui
https://www.ontario.ca/laws/statute/01m25
https://www.ontario.ca/laws/statute/96m32
https://www.ontario.ca/laws/statute/90m56
https://www.ontario.ca/laws/statute/90o01
https://www.ontario.ca/laws/statute/00e41
https://www.ohrc.on.ca/en/ontario-human-rights-code
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Consequences of Non-Compliance

Employees who breach the Code of Conduct or fail to report an actual or potential breach of the
Code of Conduct are subject to corrective action through the Town's Progressive Discipline
policy. Corrective action is the Town's response to unacceptable behaviour and can range from
the use of disciplinary or non-disciplinary methods. Discipline can result in action up to and
including termination of employment. Some violations or behaviours may also result in a legal
response, including civil litigation or the involvement of the police. Examples include but are
not limited to, theft, fraud, and violence.

Review Cycle

This policy will be reviewed once per term of Council or as required based on revisions to
corporate practices or governing legislation.
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